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For The Administrative Staff, "R Difision.

FTOBLEK.

To study existing techniques and procedures for the flow of administra-
tive marcerials and make recommendations for ostablishment of a mini-
mm system of comtrols and records required to support CR ‘ivision
adminigtrative matters, with a view toward determining:

The appropriate type and number of contrecls, and

To determine the workload currently required for the performance
of such functions.

FACTS B ARING N THE I'ROBLEN.

An examination of the currently maintained files and records indi=-
cates that such maierials have been controlled, logged, and filed on
the basis of the individual responsible for their origination rather
than by any major subject heading or classification.

The control mechanisms an) filing procedures currently being employed
de not provide positive assurance of knowledgeability or of specifie
location in that control mechanisms ars not all inclusive,

The secretaries of the Chief and ‘eputy ~hief share a combining
responsibility for the processing of administrative materials throughe
out the staff and their total man hours average approximately 80 hours
per month to perform these functions.

Certain of the procedures examine. during the course of this study are
carry~-over techniques from predecessors and are realized by the persons
invelved to be either duplicative or unessential as <f current
operations,

The following controls, files and reccris of Administrative materials
were found to be currently maintained by the Administrative Staff:

1) Two file folders of dispatches separated by incoming and out=
going into chronological order by dates cof dispatches.
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(2) ‘me 3" x 5" index card file broken down by stations and by incoming
and outgoing .lspatches within stations, together with major
subject classifications such as loglstics, Budget, etc.

(3) An incoming and outgoing cable log prepared on Form No. 38-1k,
together with two file folders; one in chronological sequence
by date containing on one side the confirmation copy returned
by the message center, and on the other side duplicate file
copies of the originating cable which are utimately transferred
to another file folder.

(4) An administrative chronmological file by Jate sequence maintained
within a file folder with duplicate material either maintained
in the master subject file or with specifie copies filed within
the persomnnel file folders of the individuals concerned. A
crogs reference file box of 3" x 5 index cards broken down by
alphabetical sequence for the greater part, and by some subject
categories is maintained for location purposes.

(5) In addition to the file folders mentioned above and thuse main-
tained for esach employee within the .ivision, there are maintained
such files as are the generzlly accepted practice of subject
record maintenance.

(6) Three additional logs are saintained by the secretary to the Chief.
These are: a Proposed Regulations Log, the SR Project log, and
a special log foHable 8. 25X1A2d1

TECUS TN,

it has been expressed by the Jepuly Chief and reiterated by ihe persons
involved that certain of the techniques presently employed are carry
overs and seem to be unessential. It is the desire of the undersigned
to make a matter of record that personnel involved have been cognizant
of these problems and have adopted certain mydirications from time to
time. Ome of the most important factors in the handling of administra-
tive materials is the agsurance, jinsofar as practicable, that all
incoming and outgoing wmaterial has been ident:fied and can be located.
“ven witn the existence of some four logs, this is not provided for
under the current system.

The advisability of the maintenance in duplicate of voth fils copies
and confirmation copies of cables was agreed to ba superfluous to the
need.

The continuation of the Administrative Chronological File which is &
duplicate of he materials filed in personnel file folders or subject
files is considered unnecegsary as i5 the cross reference 3* x 5" card
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file which, in general, cdoes not perform any specific function which
could not be fulfilled by another means.

KRG ORMINCAT B .

That one cons-lidated incowming and outgoing log be established which
would containt

i1} wvables

(2) Frroposed regu aticns

(3) SR irojects

(4) Administrative material®

% Tt is rocommended that perscnnel materials of Administrative Staff
origin not be included within this log but copies filed directly
in the personnel folders if they are of specific nature or under
a general classification within the subject file.

(5) Because of the nature of the activities and its limited scope, it
is recommended that the_a’z;arial log be maintained 25X1A2d1
as a soparate ~ntity.

incoming and cutgoing dispatch~s should be contained in two folders,

as heratofor, but the 3" x 5" card file should be rearranged by subject
matter within the station and broken down by incoming and outgoing
material. It is further recommended that this card file be designed
to provide a facility for more than one specific acticn (See Tab A).

74 is recommended that an Administrative Chronological Tickler File be
maintained by subject classification within due dates on those adminis-
trative matters requiring acticn and be created when the logging entry
is made. .See Tab B.) These cards should be destroyed upon completion
of action. This will permit the discontinuance of the currently main-

tained chronological sequence file and the cross raference 3" x 5" card
file.

‘4 is vecommended that the outgoing :hronological file of cables be
maintained in date sequence and that the ‘uplicate chronolog ical file
copy be discontinued.

COBGLICIUR,

“he ‘nstitution of the abev: recommen ’ations should nase the problem
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i contr:lling and filing rocords within the Administrative [taff.
Ho specific time savings can be estimat~d until sufficient actual
experisnce resulting from wplementation of the proposed recommen-
iationss.

25X1A%9a

¥anagement xaminer

Agsistant Uanagement fficer, U /A
{For .landestine ‘ervices)

MIS/EMB/1aw (17 Dec. 1953)
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